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	Location: Hybrid/ Tallaght, Dublin 24, Ireland
Job Type: Permanent/Full-time
Sector and Subsector: Public Sector, Claims Resolution
Annual Salary: Starting €107,081
Closing Date: 10am on Tuesday, 2nd June 2026




Sigmar Recruitment has been retained and is currently partnering with the Injuries Resolution Board to lead the appointment process for the role of Operations Manager (Principal Officer Grade). This collaboration ensures a comprehensive, transparent, and efficient recruitment process for this important position. All candidates can be assured of the highest standards of professionalism and confidentiality throughout.

	
	Operations Manager (Principal Officer)




The Injuries Resolution Board is the self-funded independent State body which resolves personal injuries claims in Ireland. We were established to support the fair, prompt, and transparent resolution of personal injuries claims without the need for unnecessary litigation.  Through our impartial Assessment and Mediation services we resolve claims in respect of personal injuries suffered by people on our roads, in their workplaces or in public spaces, as well as handling Garda compensation claims. 
Approximately 20,000 claim applications are made to us every year. We use the same Guidelines as the Courts to determine compensation. We are impartial, non-adversarial and significantly faster than litigation. 
We also conduct and commission research on personal injuries to help contribute to reform and greater transparency in insurance reform.



The Role
The Operations Manager at Principal Officer level within the Injuries Resolution Board is responsible for leading, managing, and developing multiple operational teams to ensure the timely and high-quality delivery of services. The postholder will drive the achievement of key targets, foster a culture of excellence, and oversee the implementation of strategic initiatives across the organisation.

Role Purpose:
Reporting to the Chief Operations Officer, the Operations Manager will be accountable for the leadership, operational delivery, integrity, and continuous improvement of the Injuries Resolution Board’s Operations (Assessment of Compensation and Mediation) functions. 
The Operations Manager role is one of three Operations Manager Roles within the organisation with the role holder expected to lead and be accountable for ensuring the delivery, of a timely, accurate and robust claims resolution service within the Injuries Resolution Board , which is customer focussed, impartial , fair and adheres to the principles of due process and the relevant legislation.  The successful candidate will be a skilled leader of people and will be responsible for managing teams of assessors, claims handlers and administrative staff to ensure that the high volume of claims for compensation (approximately 20,000 per annum) are handled efficiently, fairly, and impartially.  and to promote the services we offer in order that more claims are resolved through the Injuries Resolution Board for the benefit of all.
The role holder will also be responsible for business intelligence for operations, transforming the Board’s raw data into actionable insights to optimise processes and enhance outcomes for customers and monitor quality. 
As the Board operates within an evolving landscape, the individual should be able to demonstrate an appetite and aptitude for change, flexibility and transformation, including the adoption of additional responsibilities if required. As a senior leader within the organisation the successful candidate will contribute to organisational leadership and the development of a values-based culture focused on service excellence and accountability and delivering on the Board’s strategic objectives.

Role Scope:
The Operations Manager will be responsible for:
· Successful delivery of mediation and assessment services for personal injury claims, ensuring prompt, and timely delivery, and services that are of high quality and adhere to due process and statutory requirements 
· Delivery of quality Assessments of Compensation, ensuring they are fair, consistent and in line with the statutory framework 
· Management of claims-related data, records and systems
· Customer service and guidance relating to mediation or assessment 
· Business Intelligence to understand claims volumes, trends, and service delivery, with a view to continuous improvement.
· Risk management
Key Accountabilities of the Operations Manager 
Leadership
·  As a Leader in the organisation, contribute to organisational strategy, business planning and change initiatives and work with other senior leaders to deliver on the board’s strategic plan translating the Board’s objective into practical plans for teams.
· Act as a role model for the Board’s values, supporting a culture of accountability, quality and service excellence.
· Provide strategic and operational leadership for all.
· Support and empower our managers and teams to build and retain internal knowledge, expertise and capacity, as well as enhancing leadership capability by ensuring a focus on, developing and empowering our people.
Operations Delivery
· Provide effective leadership to operational teams, setting clear objectives and performance standards to meet organisational targets. ensuring the delivery of high-volume service with time-critical assessment cycles, with clear data-driven KPIs.
· Develop and implement service delivery strategies that ensure timely resolution of claims, maintaining the highest standards of quality and compliance.
· Monitor team performance against targets, using data-driven approaches to identify areas for improvement and drive continuous enhancement of service.
· Ensure the integrity, and accuracy of assessments of compensation and that they are in line with statutory and regulatory requirements, having regard to the Personal Injuries Guidelines and ensuring that relevant legislation is adhered to, with appropriate processes and systems in place to review quality and consistency of awards and service

· Oversee end to end claims process to ensure all applications throughout the claim cycle are dealt with consistently, fairly and transparently, be that at application stage, through the medical process or at assessment stage 

· Drive continuous improvement in claims management, processes and customer experience.

· Support the delivery of the mediation service and promote and drive this new service as an alternative dispute resolution mechanism  

· Be the Operations lead on data analytics and business intelligence - model what is happening within the service to understand bottlenecks and trends in claims, including analysis of average awards, with a view to improving the service overall.
· Participate in Assessment Committees for the assessment of high value claims.


Governance, Compliance & Risk
· Ensure all activities are delivered in compliance with relevant legislation, governance frameworks and internal controls.
· Drive continuous policy and procedural improvements to underpin effective decision making at staff level.
· Ensure the protection of sensitive personal, medical, and financial information.
· Manage potential conflicts of interest appropriately and declare them in accordance with established procedures
Communication and Stakeholder Engagement

·  Ensure we communicate effectively with claimants, legal representatives, insurers, and other stakeholders as appropriate, addressing issues proactively to maintain high levels of customer satisfaction and public trust in the Board’s services.
· Enhance trust in our work by improving accessibility and transparency of the information we provide 
· Put in place an appropriate stakeholder management framework for operations which includes account management structure for high volume customers. 
· Present to the Board of the Injuries Resolution Board when required.
· Act as a representative of the Board at conferences, in the media, and in engagement with relevant Government departments.

People, Performance & Resources
· Ensure effective workforce planning, performance management and capability development.
· Promote and develop a culture that encourages suggestions of process improvements and actions that mitigate risks which may have an impact on delivery or quality of service
·  Lead and develop frameworks within operations for, training, knowledge sharing, and assessor forums to support consistency and learning and contribute to the continuous improvement of assessment processes, developing guidance materials, and procedural frameworks as appropriate 
· As a self-funded organisation, have appropriate regard to budgets and ensure value for money.
· Oversight of third-party providers ensuring adequacy and quality of service provision in areas such as medical, actuary and translation services 


Knowledge and Experience Requirements
Essential 
To be effective in the role, the successful candidate will demonstrate:
· Experienced senior leader with strong operational management experience in a regulated or public sector environment
· Demonstrated ability to lead, motivate, and manage teams to achieve challenging targets.
· Strong organisational, communication, and interpersonal skills.
· Expertise in performance management, resource allocation, and stakeholder engagement.
· Ability to analyse complex data including proven ability to assimilate, interpret and manage complex information to reach fair, reasoned, and evidence-based conclusions.
· A recognised third-level qualification of at least NFQ Level 8 in a relevant 
Or 
Have 10 years’ experience at a management level leading diverse team

· Demonstrable experience in exercising sound, decision‑making in administrative justice, regulatory, injury assessment or quasi‑judicial setting.

· Digitally literate, with a proven ability to use data driven analytics to improve service delivery and team performance.

· In addition to the specific requirements set out above, candidates must be able to demonstrate that they possess the competencies identified for effective performance at Principal Officer level as set out in Appendix A
Desirable
In addition to the essential requirements, it would be an advantage for candidates to demonstrate one or more of the following:

· 10 years’ experience in an administrative justice, regulatory, injury assessment or quasi‑judicial setting.
· A comprehensive understanding of the personal injury system, legislation, awards, , claims management.  
· Experience contributing to public policy development or implementation in a
            public sector context.
· Proficiency in Power BI and tableau to analyse data 

In addition to the above, candidates must also demonstrate the key competencies identified for effective performance at this level 
Core Competency areas:
· Leadership and Strategic Direction
· Judgement and Decision Making
· Management and Delivery of Results
· Building Relationships and Communication
· Specialist knowledge, expertise and self-development
· Drive and Commitment to Public Service Values
Please see Appendix 1 for further information on these competencies.  

Appointment Details:
This appointment will be offered on a full-time permanent basis. A probationary period applies to this appointment which may be extended.
Salary: Starting salary will be at €107,081 which is the first point of the Principal Officer PayScale.
If you are currently a serving civil or public servant, your entry point to the PayScale may be higher based on your current salary.
There will be salary increment each year in line with the PayScale and subject to satisfactory performance, until the maximum point on the scale has been reached. The rate of remuneration will not be subject to negotiation and may be adjusted from time to time in line with Government pay policy.
PRINCIPAL – PPC €107,081 €111,625 €116,133 €120,676 €124,508
€128,483' (LS1 After 3 years satisfactory service at the maximum)
 €132,4502 (LS2 After 6 years satisfactory service at the maximum)
Annual Leave: 30 working days plus public holidays
Hours: 35 hours per week, Mon-Fri. The successful candidate will be required to work such additional hours from time to time as may be reasonable and necessary for the proper performance of his/her duties subject to the limits set down in the working time regulations. The rate of remuneration payable covers any extra attendance that may arise from time to time. 

Location: The Injury Resolution Board’s offices are located at Grain House, Belgard Road, Dublin 24. We operate a hybrid working model with both remote working and requirement for on-site attendance three days per week, including anchor days on Monday and Tuesday. The offices are also on the Red Luas line and many Dublin Bus Routes 
Why work with us?
· Competitive salary, with yearly increments for satisfactory performance 
· Public Sector pension 
· 30 days of annual leave per year 
· Flexible working, with a commitment to work-life balance and a family- friendly workplace 
· Learning and development opportunities 
· Paid Maternity/Paternity Leave 
· Paid Sick Leave 
· 24/7 Employee Assistance Programme 
· Secure on-site car parking, bicycle parking & Cycle to Work Scheme 
· Tax Saver Travel Pass 
Additional Candidate Information
The Injuries Resolution Board is committed to having an inclusive workplace where every employee feels they belong. Reasonable accommodations can be provided to candidates, if called for interview. To request reasonable accommodations in confidence please contact Sigmar Recruitment on publicsector@sigmar.ie 
Citizenship Requirements 
Eligible candidates must meet one of the citizenship criteria below by the date of any job offer.
· A citizen of the European Economic Area (EEA). The EEA consists of the Member States of the European Union, Iceland, Liechtenstein, and Norway; or 
· A citizen of the United Kingdom (UK); or 
· A citizen of Switzerland pursuant to the agreement between the EU and Switzerland on the free movement of persons; or 
· A non-EEA citizen who has a stamp 4 visa, or 
· A person awarded international protection under the International Protection Act 2015, or any family member entitled to remain in the State as a result of family reunification and has a stamp 4 visa, or 
· A non-EEA citizen who is a parent of a dependent child who is a citizen of, and resident in, an EEA member state or the UK or Switzerland and has a stamp 4 visa.


The Selection Process 
How to Apply 

Please submit all documents (cover letter outlining your suitability for the position, a CV and a completed Key Achievements form) before the closing date, using the link: www.irbcareers.com

Applications submitted after the closing time / date will not be considered/accepted.


1) A short cover letter/ personal statement (i.e., no more than 2 pages) outlining why you wish to be considered for the post of Operations Manager- Principal Officer– and where you believe your skills, experience and values meet the requirements of the position.
2) A comprehensive CV, including an organisational chart (See CV Guidance Note Appendix 2) 
3) A completed ‘Key Achievements Form’


Please note that omission of any one of the required documents or part of the required documents, as set out above, will render the application incomplete. Incomplete applications will not be considered for the next stage of the selection process.
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The selection process may include any or all the following:  
· Shortlisting of candidates, based on the information contained in their application. 
· A competitive preliminary interview, the indicative date 
· A second competitive interview which may include a presentation.
· Case study/work example/role play/media exercise, and any other test or exercise that may be deemed appropriate.   
· Medical to determine any person holding the office is fully competent and capable of undertaking the duties attached to the office and is in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service.
· Reference Check 

Shortlisting 
The number of applications received for a position generally exceeds that required to fill the position. While a candidate may meet the eligibility requirements of the competition, if the numbers applying for the position are such that it would not be practical to interview everyone, we may decide that a smaller number will be called to the next stage of the selection process. In this respect, a shortlisting process to select a group, based on an examination of the candidate’s application (Curriculum Vitae, Key Achievements Form, Cover Letter) that appear to be the most suitable for the position will be utilised. This is not to suggest that other candidates are necessarily unsuitable or incapable of undertaking the job, rather that there are some candidates, who based on their application, appear to be better qualified and/or have more relevant experience. An expert panel will examine the Curriculum Vitae against agreed shortlisting criteria based on the requirements of the position. The shortlisting criteria may include both the essential and desirable criteria specified for the position. It is therefore in your own interest to provide a detailed and accurate account of your qualifications/ experience in your application. 

Deeming of candidature to be withdrawn 
Candidates who do not attend for interview or other test when and where required by Injuries Resolution Board, or who do not, when requested, furnish such evidence as required in regard to any matter relevant to their candidature, will have no further claim to consideration. 
The importance of confidentiality
The IRB is using third party recruitment specialists, Sigmar Recruitment to manage all or part of the recruitment process on our behalf. We would like to assure you that protecting confidentiality is our number one priority. You can expect, and we guarantee, that all enquiries, applications and all aspects of the proceedings are treated as strictly confidential and are not disclosed to anyone, outside those directly involved in that aspect of the process.
The IRB recognises its responsibilities under the Data Protection Acts 1988, 2003 & 2018, the General Data Protection Regulation (GDPR) and the Freedom of Information Act 2014.
Review of Decisions
There are formal procedures set down where a candidate seeks a review of a decision taken in relation to their application. These procedures are set out in the Code of Practice Appointments to Positions in the Civil and Public Service. A full version of the document is available on the website of the Commission for Public Service Appointments www.cpsa.ie.
Section 7 Review
A request for review may be taken by a candidate should they be dissatisfied with an action or decision taken by the IRB. The IRB will consider requests for review in accordance with the provisions of Section 7 of the Code of Practice Appointments to Positions in the Civil and Public Service published by the Commission for Public Service Appointments (Commission). When making a request for a review, the candidate must support their request by outlining the facts they believe show that the action taken or decision reached was wrong. A request for review may be refused if the candidate cannot support their request.
The Commission recommends that, subject to the agreement of the candidate, where the office holder (in this instance the IRB’s Account Director) considers the matter could be resolved they should first seek to engage on an informal basis, before making use of the formal review procedure.
Procedure for Informal Review
A request for Informal Review must be made within 5 working days of notification of the decision and should normally take place between the candidate and a representative of the IRB who had played a key role in the selection process.
· Where the decision being conveyed relates to an interim stage of a selection process, the request for informal review must be received within 2 working days of the date of receipt of the decision.
· Where a candidate remains dissatisfied following any such informal discussion, he/she may adopt the formal procedures set out below.
· If the candidate wishes the matter to be dealt with by way of a formal review, he/she must do so within 2 working days of the notification of the outcome of the informal review.
Procedure for Formal Review of Selection Process
· The candidate must address his/her concerns in relation to the process in writing to the Account Director, outlining the facts that they believe show an action taken or decision reached was wrong.
· A request for review must be made within 10 working days of the notification of the selection decision. Where the decision relates to an interim stage of a selection process, the request for review must be received within 4 working days.
· Any extension of these time limits will only be granted in the most exceptional of circumstances and will be at the sole discretion of the Account Director.
· The outcome must generally be notified to the candidate within 25 working days of receipt of the request for review.
Complaints Process
A candidate may believe there was a breach of the Commission’s Code of Practice by the IRB that may have compromised the integrity of the decision reached in the appointment process. The complaints process enables candidates (or potential candidates) to make a complaint under Section 8 to the Account Director in the first instance, and to the Commission for Public Service Appointments subsequently on appeal if they remain dissatisfied.
Allegations of a breach of the Code of Practice should be addressed in writing, and within a reasonable timeframe, to the Account Director in the first instance. The complainant must outline the facts that they believe show that the process followed was wrong. The complainant must also identify the aspect of the Code they believe has been infringed and enclose any relevant documentation that may support the allegation. A complaint may be dismissed if they, the complainant, cannot support their allegations by setting out how the IRB has fallen short of the principles of this Code.
On receipt of a complaint, the IRB may determine to engage with the complainant on an informal basis.
Procedure for Formal Review of Selection Process
· The candidate must address his/her concerns in relation to the process in writing to the Account Director, outlining the facts that they believe show an action taken or decision reached was wrong.
· A request for review must be made within 10 working days of the notification of the selection decision. Where the decision relates to an interim stage of a selection process, the request for review must be received within 4 working days.
· Any extension of these time limits will only be granted in the most exceptional of circumstances and will be at the sole discretion of the Account Director.
· The outcome must generally be notified to the candidate within 25 working days of receipt of the request for review.
There is no obligation on the IRB to suspend an appointment process while it considers a request for a review. Please note that where a formal review of a recruitment and selection process has taken place under Section 7 of this Code of Practice, a complainant may not seek a further review of the same process under Section 8, other than in the most exceptional circumstances that will be determined by the Commission at its sole discretion.
Candidates' Obligations
Candidates must not:
· knowingly or recklessly provide false information
· canvass any person with or without inducements
· personate a candidate at any stage of the process
· interfere with or compromise the process in any way
It is important to remember that this is a competitive process for a role where integrity is paramount. Sharing information on the selection process, for example through social media or any other means, may result in you being disqualified from the competition.
A third party must not impersonate a candidate at any stage of the process.


Equity, Diversion & Inclusion 
Injuries Resolution Board are an equal opportunities employer and strive to create a work environment which is equitable, diverse and inclusive. We aim to increase the recruitment and retention of persons with disabilities, supporting employees to feel comfortable sharing their disability status. If you would like to talk about your candidature and any accommodations that may be of benefit during the recruitment process, please contact Injuries Resolution Board’s Access Officer Ian Head at ian.head@injuries.ie or their Human Resources Manager riona.hegarty@injuries.ie
General Information 
Confidentiality 
Candidate confidentiality will be respected at all stages of the recruitment process. All personal information provided on this application form will be stored securely by Injuries Resolution Board and will be used solely for the purposes of processing your candidature. 
Personal data of prospective candidates and current employees (full-time, part-time, contract and agency) is processed on the basis that it is required for Injuries Resolution Board’s compliance with legislation (e.g., employment legislation).  
Expenses  
Injuries Resolution Board will not be responsible for any expense, including travelling expenses, candidates may incur in connection with this competition.  
Canvassing 
Canvassing is prohibited and will result in disqualification from the competition. 
Data Protection – Recruitment Process 
Purpose
This notice outlines what personal information Sigmar Recruitment will collect from Sigmar Recruitment Job Applicants, why it is required and how the information will be used under Data Protection legislation, which includes the EU General Data Protection Regulation (GDPR), the ePrivacy Directive and the Irish Data Protection Acts (Data Protection legislation).
Data Protection legislation imposes strict guidelines to secure an individual’s right to privacy with regard to their personal information.
2. Who this notice applies to
· Job Applicants
3. What types of personal data do we process?
This notice relates to personal data processed to assess any job application you submit to Sigmar Recruitment. Primarily, the personal data we process will be:
1. Name, address, email address, telephone number, or other relevant contact information;
2. Information contained in your application form, CV or cover letter, such as previous work experience, place of employment, education or other information you provide during the application process;
3. Type of employment sought, current salary, desired salary, willingness to relocate or any other job preferences;
4. Names and contact information for referrals; and
5. Health and/or disability data where applicable and necessary.
4. For what purpose will job application data be used?
Job application data you provide to us will be used to:
1. Verify your information;
2. Assess your suitability for the role;
3. Conduct reference checks;
4. Communicate with you during the application process;
5. Provide reasonable accommodations at job interviews where necessary.
If you accept employment with Sigmar Recruitment, the information collected will be retained as part of your employment record and will be used for employment purposes. We may process special category data such as necessary health and/or disability data where required for compliance with legal obligations and to provide a safe and suitable working environment for you.
5. Legal Basis for Processing
Under data protection law Sigmar Recruitment is required to have an appropriate basis for processing personal data and to advise data subjects of what that basis is.
The legal bases we rely on for processing your personal data are as follows:
· Contract: Processing is necessary for the performance of a contract to which you are a party to (employment contract) or in the recruitment exercise prior to entering into an employment contract with you;
· Legal obligation: Processing that is required under applicable law (e.g. health and safety and employment legislation);
· Public Task: Processing is required in exercising Sigmar Recruitment’s official authority in relation to a public body’s duty, power, function or task such as under the Housing (Regulation of Approved Housing Bodies) Act 2019; and/or
· Legitimate Interests: Processing is necessary for the purposes of the legitimate interests pursued by Sigmar Recruitment, where those interests are not overridden by the rights and freedoms of the data subject.
6. Who may access your data?
Access to your personal data is restricted to those who have a specified need to process it. In the context of recruitment, access will generally only be granted to HR and any relevant and necessary person involved in the hiring process, such as a hiring manager or interviewer. To ensure that Sigmar Recruitment has access to sufficient expertise in order to conduct interviews, external interviewers may be involved in the process and will access your personal data under a carefully designed data-security procedure.
Sigmar Recruitment will only share your information with relevant members of the IRB for the purpose of completing the recruitment process. 
7. How long will your job application data be kept?
Recruitment records (job applications, correspondence, etc.) will be securely deleted and/or destroyed eighteen (18) months after the recruitment for this role concludes.
Please note that Sigmar Recruitment retains a limited overview record of the existence of past applications (including name, unique identifier and outcome of the application) for audit and reporting purposes. For successful applications, recruitment records will be retained on your employee personnel file.
Contractual 
In the case of a successful candidate, personal data provided during the recruitment process may form the basis of the contract of employment. 
How Your Information May Be Shared 
Your information may be shared with other parties as part of the recruitment process. Where this occurs, information is shared by necessity and in confidence.  
How Long Your Information May Be Stored 
Sigmar Recruitment will store your information for no longer than 18 Months from completion date.
Unsuccessful Candidates  
For those individuals who have been unsuccessful in the recruitment process, all information provided to Injuries Resolution Board will be retained for a period of no more than 12 months. At the end of this period, or if you withdraw your consent, your information will be securely destroyed. 
Successful Candidates 
For successful candidates, information provided will be placed on your employee file. It will be retained during your employment with the organisation and for an appropriate period thereafter. At the end of this period, or if you withdraw your consent, your information will be securely destroyed
Candidates must not 
· Knowingly or recklessly provide false information. 
· Canvass any person with or without inducements. 
· Interfere with or compromise the process in any way. 
· A third party must not personate a candidate at any stage of the process. 

Your Data Protection Rights 

 

14. General Data Protection Regulation (GDPR)

When an application form is received, a record is created in the applicant’s name which contains much of the personal information supplied by the applicant. Such information is held by Sigmar Recruitment, subject to the rights and obligations set out in the DPA.  

To make a request under the DPA, please submit a request in writing to Sigmar Recruitment describing the records sought in the greatest possible detail to enable Sigmar Recruitment  to identify the relevant record.

Candidates should be advised that once the selection process is complete, information relating to the successful candidates will be sent to the RTB. Certain items of information, not specific to any individual, are extracted from records for general statistical purposes.



 
privacy@sigmar.ie
 	 
Confidentiality 
Subject to the provisions of the Freedom of Information Act, 2014 applications will be treated in strict confidence.
Candidates must not 
· Knowingly or recklessly provide false information 
· Canvass any person with or without inducements 
· Interfere with or compromise the process in any way 
· A third party must not personate a candidate at any stage of the process 





Appendix 1
	PRINCIPAL OFFICER 

	Leadership & Strategic Direction

	· Leads the team, setting high standards, tackling any performance problems & facilitating high performance 
· Facilitates an open exchange of ideas and fosters and atmosphere of open communication 
· Contributes to the shaping of Departmental / Government strategy and policy 
· Develops capability and capacity across the team through effective delegation 
· Develops a culture of learning & development, offering coaching and constructive / supportive feedback 
· Leads on preparing for and implementing significant change and reform 
· Anticipates and responds quickly to developments in the sector/ broader environment 
· Actively collaborates with other Departments, Organisations and Agencies

	Judgement & Decision Making

	· Identifies and focuses on core issues when dealing with complex information/ situations 
· Assembles facts, manipulates verbal and numerical information and thinks through issues logically 
· Sees the relationships between issues and quickly grasp the high level and socio-political implications 
· Identifies coherent solutions to complex issues 
· Takes action, making decisions in a timely manner and having the courage to see them through 
· Makes sound and well-informed decisions, understanding their impact and implications 
· Strives to effectively balances the sectoral issues, political elements and the citizen impact in all decisions

	Management & Delivery of Results

	· Initiates and takes personal responsibility for delivering results/ services in own area 
· Balances strategy and operational detail to meet business needs 
· Manages multiple agendas and tasks and reallocates resources to manage changes in focus 
· Makes optimum use of resources and implements performance measures to deliver on objectives 
· Ensures the optimal use of ICT and new delivery models 
· Critically reviews projects and activities to ensure their effectiveness and that they meet Organisational requirements 
· Instils the importance of efficiencies, value for money and meeting corporate governance requirements 
· Ensures team are focused and act on Business plans priorities, even when faced with pressure

	Building Relationships & Communication 

	· Speaks and writes in a clear, articulate and impactful manner 
· Actively listens, seeking to understand the perspective and position of others 
· Manages and resolves conflicts / disagreements in a positive & constructive manner 
· Works effectively within the political process, recognising & managing tensions arising from different stakeholders perspectives 
· Persuades others; builds consensus, gains co-operation from others to obtain information and accomplish goals 
· Proactively engages with colleagues at all levels of the organisation and across other Departments// Organisations and builds strong professional networks 
· Makes opinions known when s/he feels it is right to do so

	Specialist Knowledge, Expertise and Self Development 

	· Develops and maintains skills and expertise across a number of areas that are relevant to his/her field and recognised by people internal and external to the Department/ Organisation 
· Keeps up to date with key departmental, sectoral, national and international policies and economic, political and social trends that affect the role 
· Maintains a strong focus on self-development, seeking feedback and opportunities for growth

	Drive & Commitment to Public Service Values

	· Consistently strives to perform at a high level 
· Demonstrates personal commitment to the role, maintaining determination and persistence while maintain maintains a sense of balance and perspective in relation to work issues 
· Contributes positively to the corporate agenda 
· Is personally trustworthy, honest and respectful, delivering on promises and commitments 
· Ensures the citizen is at the heart of all services provided 
· Is resilient, maintaining composure even in adverse or challenging situations 
· Promotes a culture that fosters the highest standards of ethics and integrity




Appendix 2 – CV Guidance
 
Your CV should be no longer than 4 pages in length and should clearly state your relevant achievements and experience in your career to date. A sample CV is attached below for reference. Please note this is only a guidance note and does not intend to prescribe what format is required. 
 
An expert board will examine the CVs and assess them against the requirements of the position. It is therefore in your own interest to ensure your CV clearly and accurately reflects your track record of achievement in areas such as people, change and budget management as well as your track record in delivering on key strategic projects. 
 
Your career history is best presented in reverse chronological order so that the most recent roles appear first. Please ensure you cover the last 10-15 years’ work experience or last 3 or 4 roles in some level of detail depending on what you have done. For each position, please ensure you clearly indicate your Management Level, the Budget you were responsible for and the Number of Staff reporting to you. Positions held more than 15 years ago require only a summary description. It would be helpful if you could provide Y an indication of your current or most recent salary package or level. 
Education Details: Please specify status of award if not complete. Should you come under consideration for appointment, you may be required to provide evidence of any qualifications awarded. 
At the end you may want to briefly note other achievements that you feel may be relevant to the role, for example - other roles you may hold (e.g., Board Member); Key Presentations; Language Skills (including level of fluency); Industry/sectoral recognitions; Publications etc. 
A short guidance note on presenting a current / recent Organisational chart is also included below. 
 


Guidance Note on the Organisation Chart 
 
We would appreciate it if you would forward a copy of an organisation chart indicating your current (or most recent) position within the Senior Management team in your organisation/company.  
There is no fixed requirement here in terms of format, and we will accept whatever format is convenient for yourself (e.g. an existing published chart from your organisations website/annual report), but we would emphasise that the selection panel have requested this to help them understand your level within your current / most recent organisation and your positioning relative to other senior managers.  
 
If you are within a complex organisational / business structure, please do your best to communicate your position within the reporting structure / Business / overall organisational structure.  
If you do not have access to a corporate chart, you may find the template below useful.  
It you are independent or have not been part of an organisation recently, a chart is not necessary.  
 
Sample Organisation Chart Template 
 
 
 











Sample Curriculum Vitae Layout 
  
Name:  
 
Contact details: ie Address (for written correspondence), Telephone (landline & mobile) & email address  
 
Career History:  
 
	Current Position:  	Job Title Company Dates: from-to 
                                                                                           Salary (optional)
 
➢ Key Accountabilities ➢ Key Achievements ➢ Budget Responsibility  ➢ Number of Staff 
 
	Previous Position 1:  	Job Title Company Dates: from-to 
                                                                                            Salary (optional)
 
➢ Key Accountabilities ➢ Key Achievements ➢ Budget Responsibility ➢ Number of Staff 
 
 
Education Details:  
 
	➢ Institution  
	Award (e.g., BA, MBA etc)  
	Subject Year Awarded  

	➢ ………  
 
 
Other Training:  
 
	….………….. 	 
	 
	 …………  	……………….  

	➢ Subject  
	Training Body   
	 
	Year Completed  

	➢ ………… 
	 	…………… 
	 
	 	……..………  


  Professional Memberships etc:  
 
· Level of Membership 	 	Professional Body / Association  
· ………………………. 	 	 	…………………………………..  
 
 
Additional Information: 
2
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